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MEMDRANDEM FOR: Deputy Director (Imtelligence)
BUBJELT ¢ Paperwork Management FProgram

i, The Director has asked we to bring to your sttention
coriain matters om paperwork management in your sres, and to
sgsist you in applying the pertimt recommendations rmade by
the Weover Commiseion,

2» The Boover Commission Heport saphasiges the tremendous
savings vhich are poasible by moving inactive records from
astive office space 1o less expensive records center facil-
ities, A review of the volume of inactive records in the
w fecords Cemter indicates that L1.9% are from the DD/T

This represents substantial progress., It has been at~
mm Yy ths splendid cogperatien which officlals in your ares
Bave given to the representatives of the Managememt Staff who
bave beep assisting in your records mansgement problems, Even
greater progress can be realized if persons designated to carry
sul records mansgement responsibilities could bs relieved of
sdllateral duties,

3» Becords disposition is cnly one of the ways in which
we con lwprove our paperwork minagement program, FEgually
important are proper controls over records ereation and records
maintenance through active forms, reports and correspondence
mm, and wniform filing gystems and procedures, These
m&n provide a well integrated system for carrying out

management praciices,

ks The facilities of Management Staff are available to
mmatwtm in carrying forward your program of
mapagenat, Flease advise me e:t the best vay we can
usist you.

L. X, WVHIT®
Deputy Director
{Bupport)
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